AFSAS Aviation Quick Reference

Introduction

To help you get started with using AFSAS, this guide provides you with information on settings used by AFSAS for
Microsoft Internet Explorer and Microsoft Outlook, along with the basic aspects of running AFSAS. For more details
on using AFSAS, refer to the AFSAS User’s Guide.

Checking your Microsoft Internet Explorer Version (6.0.28 or Higher)

Before running AFSAS, you need to ensure that your MS Internet Explorer meets the AFSAS required version
number, 6.0.28 or higher. To do so, select About Internet Explorer from the Help menu in the menu bar of your
Internet Explorer window, as shown below.

Help

Contents and Index
Tip of the Daw

For Metscape Users

2rline Support
Send Feedback

About Internet Explorer ———"icl: on this option to check your Intermet Exploter version munber.

The About Internet Explorer window displays your Internet Explorer version number as shown below.

Mi-iﬂsEﬁ“ I E I

Yersion: 6,0,2800,1106
Cipher Strength: 1z28-bik
Produck ID:55736-2 76-5024604-04985
Update YWersions:; SP1;

Based on MCS8 Maosaic, MCSA Mosaic(THM); was ﬂ
developed at the Mational Center For Supercomputing
applications at the University of Iinois at Urbana-
_harmpaign.

g;f_; Copyright ©1995-2001 Microsoft Corp, oK |
[ 7]

acknowledgements

This line displays your Intemet Explore:

wersion munber.

-

Setting up your Microsoft Internet Explorer

In order to run AFSAS effectively, you need to set your MS Internet Explorer to check for the newest version of
stored pages every time you visit a page. To do so, select Internet Options from the Tools menu in the menu bar of
your Internet Explorer window. The Internet Options dialog box displays as shown below.
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Internet Options ﬂﬂ

zenetal |Security I Conkent I Conneckions I Programs I Advanced I
—Harme page

% You can change which page to use For wour home page.

Address: Ihttp:,l',l'saFety.kirtIand.aF.miI,l’

IJse Current | IUse Default IJse Blank

— Tempotary Inkernet files

o Pages you view on the Internet are stored in & special Folder
@ Y for quick viewing later.

Click on the Settings button to
Delete Cookies... | Delete Files... Settings... ! select the desired Tnternet

settings.

—Hiskary

The History Folder contains links to pages wvou've visited, For
quick access to recently viewed pages,

Days ko keep pages in hiskory: I 20 3: Clear History |

Colors. .. | Fonts. .. | Languages. .. | .ﬁ.ccessil:uility...l

(] 4 | Zancel | apply |

In the Internet Options dialog box, select the Settings button to specify the optimal setting for running AFSAS.
Another Settings dialog box displays as shown below. In the Settings dialog box, select the first option Every Visit to
the Page and then select the OK button. The Internet Explorer then automatically refreshes the display of a page each
time you visit it.

settings 2 x|

‘ Check for newer wersions of stored pages: Click on this option to allow Internet

i

& % Every visit to the page E=xploter to display newet versions of
" Ewvery kime you start Inbernet Explorer stored pages for every wisit of a page.

= Aukomatically

= Mever

— Temporary Internet files Folder
Current location:  C:Documents and
SettingstchengbiLocal
Settingst Temporary Internet Filesh,

amount of disk space ko use:
L

E aBlE == ME
™ coooooooooooo0o00 000
Mowe Folder. .. Wiews Files, .. | Wiew Objects, .. |
(a] 4 | Cancel |

Setting up your Microsoft Outlook for Messages

In order to receive AFSAS email messages correctly, you need to disable the Using Microsoft Word to Edit Email
Messages feature in your MS Outlook. To do so, select Options from the Tools menu in your main MS Outlook menu
bar. The Options dialog box displays as shown below.
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Click on the Mal Format tak to display the options under it
d 3

Preferences |I"-'1.ail Services I Mail Format I Speling I Security I Cither I Delegates I
E-mail

Change the appearance of messages and the way they are handled,

E-mail Options. .. |

Customize the appearance of the Calendar,
¥ Default reminder: |15 minukes j Calendar Options. .. |

@ hange the appearance of kasks,

Reminder time: IE:EIIZI ar j Task Options. .. |
k=

Change default settings For contact and journal.
-

i1
]
|
=
ul]

Conkack Options. .. | Journal Options. .. |

Zhange the appearance of notes,

ik Cancel apply |

Moke Cplions. .. |

In the Options dialog box, select the Mail Format tab at the top. The dialog box displays as shown below. In this
dialog box, uncheck the Use Microsoft Word to Edit E-mail Messages option to disable the feature. Then select the
Ok button to apply your change.

Preferences I Mail Services  Mail Format |Spelling I Security I Other I Delegates I
Message Format

Choose a Format For outgoing mail and change advanced settings.

) Send in this message Format; IMiu:ru:usu:uFt Cuklook Rich Text j
Uncheck this checkbox
to disable the option ——— ™ Use Microsoft Word ko edit e-mail messages
™| Send|pictures From the Intermek International Options. .. |

Stationery and Fonts

IJse skationery ko change wour default Fonk and stvle, change colors,
and add backgrounds ko your messages,

se this stationery by default: |<Nnne:> j

Fonts... | Shatimmery. Picker., ., |

Signakture
Automatically include wour signature or attach an electronic business
card (vCard) ko oukgoing messages,

Ise this Signature by defaulk: I::Nane} j

I | Donit use when replying or Farwarding Signature Picker ... |

(] 4 | Zancel | Apply |
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Importing DoD Root Certificate Authority (CA)

In order to avoid getting “Untrusted Signing Authority” error messages while accessing SSL sites, which may totally
prevent you from interacting with the applications, you need to import the DoD Root CA into your Internet Explorer.
To do so, go to the following two URLs:

o https://afpkilackland.af.mil/assets/files/dodroot.p7b (to import the DoD Class 3 PKI Root Cettificate);
e https://afpkilackland.af.mil/assets/files/dodrootmed.p7b (to import the DoD Medium Assurance PKI Root
Certificate).

After you access the above listed two URLs, the File Download window displays as shown below. In this window,
select the Save button at the bottom to download the file. The Save As window displays for you to specify where to
save the file.

Note Failure to trust the DoD PKI Root CA will result in warning messages every time you access 2 DoD SSL
equipped site.

X

lookz suspicious, or you do not fully trust the source, do not open or

@ Same files can harm pour computer, IF the file information belaw
zave thiz file.

File name:  dodroat.p?b
File type:  PKCS #7 Certificates

From: afpkilackland af.mil
“Wiould you like to open the file or save it to your computer?

Open Save Cancel More Info

¥ flwaps ask before opening this type of file

After you save the files to a convenient location, you can start importing the files into your Internet Explorer. To do
so, follow the steps below:

1. For WIN 95/98/NT, double click on the file on your desktop; For Windows 2000, right click on the downloaded
file and select the Install Certificate option from the popup menu.

2. Follow the steps in the Certificate Import Wizard window displayed (make sure to select Yes on Root Certificate
Screen if displayed).

Logging into
AFSAS

1. Open your Microsoft
Internet Explorer.

2. Enter https://sas. @ LA
kirtland.af.mil/ as the

i ress in t
website address in you @ FORGOT MY PASSWORD
Internet Explorer

window. 0
3. Click on the Production NEW LISER

AvSAS or Training
AvSAS button.

4. Click on Login.

5. Enter your AFSAS Please read this Privacy Act and Security Notice.
username and password. Click here to email the SAS Help Desk
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Getting a New Password if You Forgot it

If you have forgotten your password, AFSAS enables you to obtain a new one via email before you login. To do so,
select the Forgot my Password option in the AFSAS startup window as shown below at the Aviation AFSAS URL:
https://sas.kirtland.af.mil/pls/login/loginuser.pkg _login.main.

@ LOGIN

@ FORGOT MY PASSWORD —

passwrord wnth your usemarme.
0 NEW USER

After you select the Forgot my Password option, anther window displays as shown below for you to enter your AFSAS
username.

select this option to get a new

PLEASE PROYIDE YOUR USER MNAME
Enter your
| Usernarne i1

the entry box.
CONTINUE

After you enter your username in the entry box and select the Continue button, another window displays informing
you that AFSAS has sent a temporary password to your email address entered in AFSAS. Then, you can follow these
steps to login to AFSAS. Once logged in, you must change the temporary password to your desired one.

1. Copy the temporary password in the email message sent by AFSAS.

2. Login to AFSAS by entering your username and pasting the temporary password.

Note Since AFSAS uses your email address entered in your user account to send the temporary password, you must
keep it current in AFSAS. To do so, refer to the Uset’s Guide for more information.

Creating a New Mishap Report

1. Under the AFSAS main menu, click on Aviation. A menu bar displays as shown below.

CoEnrins ) (Wishar raTes
w

MY SAS CREATE REPORT  INVESTIGATE RUN REPORTS ~ ADMINISTRATION  HELP/DOCS

Click on the Create Reportt menin option to create a new mishap repott.

2. Click on Create Report under the Aviation menu as shown above. Another window displays as shown below.

3. In the Step 1 window, specify the following data: Date of Mishap: [31 -] - [6€7 -] - [2002 -]

e Seclect the date on which the mishap occurred in
the day-month-year format.

e  Seclect the mishap class, which determines the next
item Investigating Body.

Class:

Investigating Body:

e  Enter the local time when the mishap occurred in
military form with no semicolon in-between.

e Specify the time of day when the mishap occurred. Mishap Time of day: -3

Time of Mishap: -[a-mn Local]ll Unknown
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4. In the Step 2 window, specify PYimary — [HESEEESNN [ Secondary  [EEEEI |
Category: Category:

the following data:

e Sclect the major discipline Secondary Iﬁ
Discipline:

identified with the

mishap.
e Select the secondary Accountable Command: _ @

discipline or subcategory.

e Specify the command Mishap Owning Drganization: _@

accountable for the

mishap by entering it or ~ Conwening Authority: _ @
clicking on the find Same & Accountable? ¥
button to search.

e  Specify the organization owning the mishap by entering it or clicking on the find button to search.

e  Specify the entity with the authority to order the mishap investigation by entering it or clicking on the find
button to search. You can also select the checkbox if it is the same as the accountable command.

5. In the Step 3 window, specify the following data:
e  Enter numbers for the degree, minute, and second in the entry boxes and select the direction from the drop-
down menu to specify the latitude and longitude of the mishap location if available.
e  Enter the straight line distance from the mishap site to the nearest Air Force base in nautical miles.
e Enter the mishap event numbet’s base code and report number if available.

e Specify the base .
’ . Latitude: |36 = |28 = |56 - M=
reporting the mishap by I_—l
Longitude: IDZS - |36 - |38 - IE 'I Miles from nearest base: -

entering it or clicking
on the find button to
search. X D ATE BASE CODE REPORT#
e Specify the base nearest T1onap Event Number: lzovosar [zake  Jose o

e e R @

entering it or clicking
Data Mask Location? [

on the find button to 1 2°€ Reporting Mishap:

search. If it is the same

3 theseporing base,  Base NearestMishan: | S Ram e

select the checkbox. Same as Base Reporting? [
e  Seclect the country .
~ Country where mishap occurred: [uwmep sTates -]
where the mishap
occurred.
State where mishap occurred: |OKL.¢\HOMF\ -

e If the mishap occurred
in the United States, select the state where it occurred.

6. In this window, specify the following data for the involved object (aircraft):

e Sclect the entity owning the aircraft. Who owns this [EIRFORCE =] MDS: [ao10A <]
object?: )

e  Seclect the aircraft’s mission design series

DS). _
(MDS) fee - [eees bamage? [REPAIRABLE <

Tailfserial number:

e  Enter the aircraft’s serial number if [T Testcell
available.
e  Seclect the damage condition of the aircraft. Block: I Callsign: I

e Specify the base owning the aircraft b
pectty © c Owning Y Draine Hase: |aLTUS AFE OK @,
entering it or clicking on the find button to
search. If the base is the same as the displayed one, leave it as it is.

If necessary, you can select the Enter More Objects button in the Step 4 window to enter more aircrafts involved.

LA RN EIRIL L EY —Click on this button to enter the person imvolved in the mishap.

7. In the Step 5 window, click on the Enter More Persons button as shown above. Another window displays as
shown below for you to enter the person data.
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In this window, specify the following data for the involved person:

e  Enter the last name in the first entry box and the first name in the second entry box.
e  Seclect the role of the person involved in the mishap if available.

e Enter the social security number (SSN) of the person if available in the entry box.

® Spedly whether (e sty [SRERTIII | R
person was injured Name(last, first ML.): \ .
in the mishap.

o  Select the class of

injury, if known, for ggcjal ecurity I— Was an escape
the person if he or  Number: CSOE6EEEE attempted? TES u

she was injured in

Role During Mishap: IF'.IRCRF'.FI' COMMANDER NOT OPERATIMNG THE AIRCRAFT d

. Was this person m‘_ Was escape attempt Iﬁ
the @shap. injured? TES successful? UNKKCOWH
e  Specify whether the
person attempted an Class of injury: [LOST WORKDAYS ] Wasperson afactor |

. in mishap?
escape if known. P

e Specify whether the person was a factor in the mishap.

In the Step 6 window, enter the mishap narrative data in the list box, including data unspecified elsewhere in the
report. After you select the Continue button, another window displays as shown below with 3 buttons for you to
select what to do next:

e Investigate: Further investigate the mishap and continue collecting the mishap data.
e  Checklist: Validate the already-entered mishap data to meet the requirement.
e Create New Message: Create a preliminary message for the mishap report.

What would you like to do now?

CHECKLIST PREVIEW MESSABE

A

Click on one of these buttons to make a decision on what to do ne=t.

Which button you select determines which window displays and what you do next:

e Investigate: Selecting this button displays the Investigate Mishap window. Refer to the next section “Starting
Mishap Investigation” for more information.

e Checklist: Selecting this button displays the Validate the Report window. Refer to Section “Validating the
Report” for more information.

e Preview Message: Selecting this button displays the window for creating a message. Refer to Section
“Creating a Message” for more information.

Starting Mishap Investigation

1.

After you select the Investigate button at the end of creating a mishap report, the Investigate Mishap window
displays as shown below.

What would you like to do now?

INVESTIGATE MISHAP INVESTIGATE PERSONS

ADD/EDIT NARRATIVE
INVESTIGATE

ENVIRONMENTAL FACTORS L CHECKLIST J JAVESTIATE NISHAR £051

INVESTIGATE OBJECTS ADD CONCLUSIONS

[ MESSABES ADD INVESTIGATORS
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2. In this window, select one of the buttons to indicate what to do next:

e Investigate Mishap: Start modifying and gathering all the general data of the mishap.

e Investigate Persons: Start modifying and gathering all the mishap person data in various aspects.

e Investigate Weather: Start gathering all the weather data of the mishap.

e Add/Edit Narrative: Enter or modify the narrative data of the mishap.

e Investigate Environmental Factors: Start collecting the environmental factor data of the mishap.

e Checklist: Check the progress of your mishap required task accomplishment, further complete the required
tasks, and validate the already-entered mishap data to meet the requirement.

e Investigate Mishap Cost: Start specifying the cost of the mishap.

e Investigate Objects: Start modifying and gathering all the mishap object (aircraft) data in various aspects.

e Add Conclusions: Start adding mishap conclusions (findings and recommendations) drawn from a thorough
investigation to the report.

e Messages: Check, view, or create a mishap message.

e Add Investigators: Review, add, or modify mishap investigators.

Validating a Mishap Report

1. After you select the Checklist button at the end of creating a mishap report, the validate report window displays as
shown below, listing as hypetlinks all the required items you still need to complete or modify.
2. Select the hyperlink of the item you want to complete from the list. Another window displays, enabling you to
start specifying the item.
Click on this option to toggle betsreen all or incomplete taskes.

Click on this
B E E E = button to
The following are required before creating the finallmessage: m: red:isplzj,r the
) ) ) SHOW ALL TASES data after
1. General mishap message information: .
making
O MISSTON SONTROL MUMBER ch:anges.
O ERMVWIROMMEMTAL HUMAM FACTORS
O IF WEATHER WAS & FACTOR INM MISHAP | Clicke oL the
O alR FORCE PROPERTY COSTS hypedink to
- complete
2. Personnel Information: $pECiﬁ,ﬁilg the
O FERSOMN 1 GEMDER | required iterm.

Creating a Mishap Message
1. After you select the Preview select FRELIN frn:nﬂl1 the drop-dowmn menn.

Mess.age butFon at the end of SELECT MESSAGE: IPRELIM - PREVIEW MESSABE
creating a mishap report, the |

message window displays as shown
here.

2. Select PRELIM as the message type and then click on the Preview Message button to create a preliminary
message. The mishap message displays with buttons at the bottom.

Click on this button to create the message.

3. Select the Save and Continue button to send the message after reviewing it as displayed in the window. Another
window displays as shown below for you to specify the group mail list IDs as recipients of the message.

4. In this window, specify the AIG IDs to receive the message by moving them between the two boxes using the

arrows.
AVATL ABLE SELECTED
[Double clich id to view arganizationa in 9350 ﬂ 9391
izt M L
29386 [Tar rérdive frim SELECTED liat, clich the
To select, single clich the liat aumber | 2907 URESS o i sl Y e ol
and clich the top arrows, ] 9388 “
azga |
Displays the ATG T avalable. Displays the ATG TD(E) selected as recipients.
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5. After specifying the group mailing IDs, you can also add individual organizations to the recipient list. To do so,
enter the organization name or click on the find button to search. With the organization name displayed in the
upper box, click on the down arrow to display it in the lower box, as shown below.

| @ Enter the organization to
add in the entry box

Click on the doswrn arrosr
; : to add or the up arrow to

delete an orgamzation.

113TH WING AMDREWS AFBR MD L
The otganizations to add

display m the box

6. After you complete specifying the addressees of the message, another window displays with the entire list of
addressees. After you verify that the addressees are correct and complete, select the Send button to release the
mishap message to the selected recipients; otherwise, you can either click on the Reject button to reselect the
recipient(s) or the Send Later button to send the mishap message later.
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